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1. PURPOSE

The purpose of this Organizational Work Instruction (ON) is
to docunent the process by which enpl oyees are nom nated and
sel ected for participation in | eadership, supervisory, program
and project managenent, and engi neering devel opnent prograns.
2. APPLI CABI LITY

MSFC enpl oyees who neet eligibility requirenents.

3. APPLI CABLE DOCUMENTS

None.

3.1 Reference Docunents

3.1.1 MPG 1440.2 MSFC Records Managenent Program

3.1.2 WMPG 3410.1 Training

4. DEFI NI TI ONS

4.1 Admnistrative Oficer. The MSFC enpl oyees responsible
for adm nistrative functions in an organizati on.

4.2 Call Letter. An announcenent asking for nom nations to
speci fic prograns.

4.3 Centerwi de Action Itens Tracking System (CAITS). The
MSFC el ectronic tracking system for actions requiring a
response fromthe recipient.

4.4 Custoner and Enpl oyee Rel ations Directorate, CDOl. The
MSFC di rectorate responsi ble for overseeing CD20 training and
devel opnent functions.

4.5 Enpl oyee and Organi zational Devel opnent O fice, CD20.
The MSFC organi zation responsi ble for the training and
devel opnent of Marshall enpl oyees.
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4.6 Human Resources Departnent (HRD), CD10. The MSFC
department responsible for maintaining supervisory records.

4.7 Mentor. A person who takes an active role in the

devel opnent of an individual. Such activity nmay include

gui dance on appropriate training opportunities, consultation
on work assignnents, and specific devel opnental activities
agreed upon by both the nentor and enpl oyee.

4.8 NASA Headquarters Code FT (NASA Traini ng and Devel opnment
Di vision). Headquarters code responsible for overseeing
Agency training and devel opnment prograns.

4.9 Ofice of Chief Financial Oficer, RS01. The MSFC office
t hat receives funding from NASA Headquarters to support
vari ous managenent and | eadershi p prograns.

4.10 Personnel Managenment Advi sory Board (PMAB). The MSFC
board conposed of key MSFC directors who nake personnel
sel ection decisions for devel opnent prograns.

4.11 Portfolio. A conpilation of one’s acconplishnents and
key

Products during a specific time. Portfolios usually include

significant pieces of work, awards, and coments about the

process and progression toward achi evenent of a goal and

personal or professional growth.

5. | NSTRUCTI ONS

The follow ng instruction includes essential information on
the call for nom nations, selection, and placenent process for
the follow ng training and devel opment prograns:

- NASA Fel | owshi ps

- Federal Executive Institute (Leadership for a Denocratic
Soci ety)

- Agency Executive and Managenment Prograns

- Office of Personnel Managenent (OPM Prograns of the
Managenment Devel opnent Centers

- Brooki ngs Institution

- Federal Executive Institute (prograns other than
Leadership for a Denocratic Society)
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- NASA Leadershi p Devel opnent Program (LDP)
- Al abama A&M Uni versity Executive Devel opment Prograns
- MSFC Supervi sory Courses

- Agency Acadeny of Program and Project Leadership Prograns
( APPL)

- NASA Proj ect Managenent Devel opnent Process (PMDP)
- NASA Engi neering Training Prograns (NET)

5.1 NASA Fel | owshi ps

NASA Headquarters Code FT distributes a call letter to request
nom nati ons for the NASA Fel |l owshi ps which will take place
during the upcom ng fiscal year. These prograns are

devel opnental courses offered by | eading universities. The
call letter is received by CD20.

5.1.1 CD20 reviews the request for nom nations and prepares a

call letter under signature of CDOl. This call letter is
distributed in the spring of each year to the follow ng
offices as a CAITS action. In order to ensure conplete

di stribution of the information, a centerw de announcenent is
al so distributed. O fices obtaining the call letter for review

and subm ssi on of candi dates are:

- Di rector

- Deputy Director

- Associ ate Director

-Director, Safety and M ssion Assurance O fice
- Director, Procurement O fice

- Chi ef Counsel

- Chi ef Financial Oficer

- Director, Equal Opportunity O fice

- Manager, Space Shuttle Projects Ofice

- Director, Systens Managenent Office

- Director, Space Transportation Directorate
- Director, Science Directorate

- Director, 2" Generation RLV Program Office
-Director, Flight Projects Directorate

- Director, Engineering Directorate

- Director, Center Operations Directorate
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- Director, Custoner and Enpl oyee Rel ations Directorate

Not e: Hereafter the distribution on the call letters referred
to in the work instruction will be the same as the above
di stri bution.

5.1.2 Nom nations are submtted to CD20 on MSFC Form 3702-1,
Nom nations for Executive Devel opnent Prograns. CD20 reviews
t he MSFC Form 3702-1 verifying that the candi date neets the
qualifications for the individual fellowship program
Qualifications for each programare noted in the Code FT cal

| etter received from NASA Headquarters.

5.1.3 After review ng the MSFC Form 3702-1, CD20 conpletes a
MSFC Form 3611, Checklist for Honorary Awards, Fell owships,
and Ot her Personnel Devel opment Opportunities on each

candi date and forwards all nom nations to CDO1.

5.1.4 CDO1 calls a neeting of the Personnel Managenent
Advi sory Board and sel ecti ons are made.

5.1.5 After selection, CD20 notifies the candi dates and
assists themin conpleting NASA Form 1591, and any ot her
appl i cabl e paperwork required by Code FT.

5.1.6 Upon conpletion of NASA Form 1591, CD20 submts al
nom nati ons to Code FT along with a cover letter signed by the
MSFC Center Director.

5.1.7 Code FT calls a panel to review the nom nati ons and may
call the candidate for an interview. In this case, the

nom nati ng organi zati on where the individual works pays al
travel costs associated with the interview.

5.1.8 Upon notification by Code FT, CD20 notifies those

sel ected and is responsible for ensuring that proper paperwork
is conpleted for the candidate to enter the university
conducting the program

5.1.9 Travel and tuition costs are transferred to RS01 and
travel orders are prepared by the participant’s organizati on.

5.1.10 Upon conpletion of the program the training is
entered into the enployee’s training history.
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5.2 Federal Executive Institute (FEI) Leadership for a
Denocratic Society

In the spring of each year, CD20 prepares a request for

nom nations to Leadership for a Denocratic Society. This
programis a 160-hour training course that covers core
conpetencies for senior executives. The call letter is issued
as a CAITS action under signature of CDO1l and is distributed
in conjunction with the call for Fellowship nom nations (see
section 5.1.1).

5.2.1 Nom nations are submtted to CD20 on MSFC Form 3702-1.
CD20 reviews the nom nations to verify that the candi date
meets program qualifications as noted by FEI.

5.2.2 CD20 conpl etes an MSFC Form 3611, Checklist for
Honorary Awards, Fellowships, and Other Programs on each
candi date and forwards all nom nations to CDO1l for selection

5.2.3 CDO1 calls a neeting of the PMAB and sel ections are
made.

5.2.4 CD20 notifies and registers the enpl oyee.

5.2.5 Travel orders are prepared and funded by the
partici pant’s organizati on.

5.2.6 Upon conpletion of the program the training is entered
into the enpl oyee’s training history.

5.3 Agency Executive and Managenent Prograns

NASA Headquarters Code FT distributes a quarterly call to CD20
for upcom ng training prograns. These prograns include but
may not be limted to:

- Managi ng the Influence Process (MP)
- The Human El enment ( THE)
- Management Education Program ( MEP)

5.3.1 1In June of each year, CD20 prepares a call letter
requesting nomnations. This call letter is distributed to
all MSFC organi zations as a CAITS action. |In order to ensure
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conplete distribution of the information, a Centerw de
announcenent is also distributed.

5.3.2 Nom nations are submtted to CD20 in priority order
CD20 reviews the nom nation and verifies that each candi date
meets the qualifications for the program

5.3.3 CD20 prepares distribution to each organi zati on based
on the needs of the Center and the quality of the candi date
pool .

5.3.4 The selections are submtted to CDO1 for revi ew.

5.3.5 CD20 notifies and registers the participant using the
NASA Leadershi p and Managenent Devel opnent Prograns
registration forml ocated at:

http://ww. hqg. nasa. gov/ of fi ce/ codef/ codeft.

5.3.6 Travel is paid by NASA Marshall and travel orders are
conpleted by the participant’s organi zation. There is no cost
to the Center for the course.

5.3.7 Upon conpletion, the training is entered into the
enpl oyee’ s training history.

5.4 OPM Prograns of the Managenent Devel opnent Centers,
Brooki ngs Institution, and Federal Executive Institute (not to
i nclude Leadership for a Denocratic Society)

I n June of each year, CD20 prepares a call letter requesting
nom nati ons for OPM Prograns of the Managenent Devel opnent
Centers, Brookings Institution and FEI prograns (not to

i nclude Leadership for a Denpcratic Society). This call
letter is distributed to all MSFC organi zations as a CAITS
action. In order to ensure conplete distribution of the
information, a Centerw de announcenent is also distributed.

5.4.1 Nom nations are submtted to CD20 by each directorate
in priority order.

5.4.2 CD20 reviews the subm ssion verifying that the
candi date neets the qualifications for the program The
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gqualifications are noted in the program information published
by OPM Brooki ngs, and FEl

5.4.3 CD20 reviews the nom nations and verifies that each
candi date nmeets the qualifications for the program

5.4.4 CD20 prepares distribution to each organizati on based
on the needs of the organi zation, the quality of the candidate
pool, and the needs of the Center.

5.4.5 The selections are submtted to CDO1 for review.

5.4.6 CD20 notifies and registers the enpl oyee.

5.4.7 Travel and tuition are paid by NASA Marshall. Trave
paperwork is conpleted by the enpl oyee’ s organi zati on.

5.4.8 Upon conpletion, the training is entered into the
enpl oyee’s training history.

5.5 NASA Professional Devel opnent Program ( PDP)

Each year, Code FT distributes a call letter to request

nom nations for the LDP. This call letter is received by
CD20.

5.5.1 CD20 reviews the request for nom nations and prepares a
call letter under signature of CDOl. This call letter is
distributed in October of each year to all MSFC offices as a
CAI'TS action. In order to ensure conplete distribution of the

information, a center wi de announcenent is also distributed.

5.5.2 Nomi nations are submtted to CD20 on MSFC Form 3702-1.
CD20 reviews the nom nations and verifies that the candi date
meets eligibility requirements as outlined in the Code FT cal
letter.

5.5.3 After review ng the MSFC Form 3702-1, CD20 conpletes a
MSFC Form 3611 on each candi date and forwards all nom nati ons
to CDO1.

5.5.4 CD20 calls a neeting of the PMAB and sel ections are
made.
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5.5.5 Upon selection, CD20 notifies the candi dates and
assists in conpleting NASA Form 1591 as required by the Code
FT call letter. The docunment is forwarded to Code FT by CD20
with a cover letter signed by the Center Director.

5.5.6 Travel is funded by Code FT and funds are transferred
to RSO1 for distribution.

5.5.7 Upon conpletion, the training is entered into the
enpl oyee’s training history.

5.6 A&M Executive Devel opment Program

In the fall of each year, CD20 prepares a call letter
requesti ng nomnations for the Al abama A&M Executi ve

Devel opment Progranms (Modul e |-General Managenent and Modul e

| 1 - Managi ng Organi zati onal Effectiveness). This call letter
is distributed to all MSFC organi zations as a CAI TS acti on.

In order to ensure conplete distribution of the information, a
Cent erwi de announcenent is also distributed. Organizations
have the responsibility of furnishing a |imted nunber of
candi dat es based on the projected nunber MSFC can place in the
cl asses.

5.6.1 CD20 is responsible for selecting the final attendee
list based on total nunber of subm ssions, quality of the
candi dat e, needs of the Center, and space avail abl e.

5.6.2 CD20 notifies the candidates of their selection and
schedul es themin the appropriate class at A&M

5.6.3 Upon conpletion, the training is entered into the
enpl oyee’ s training history.

5.7 Supervisory Classes

This instruction applies to all enployees noving into
supervi sory/ managenent positions who have not served
previously in such positions, are serving a new probationary
period, and/or have not had basic supervisory training. The
basi ¢ supervisory training nodule includes Supervisory
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Orientation, Introduction to Supervision, Ethics, and Creative
Probl em Sol vi ng.

Note: The Human Resources Departnent, CD10 has the
responsibility for notifying enployees of their probationary
peri od and keeping records pertaining to an enpl oyee’s
probati onary status.

5.7.1 CD20 schedul es courses based on the need and announces
the training opportunity via Center training announcenents.

5.7.2 Upon conpletion, the training is entered into the
enpl oyee’ s training history.

5.8 Agency Acadeny of Progranf Project Leadership Prograns
( APPL)

NASA Headquarters Code FT distributes a quarterly call for
upcom ng progranms. These prograns include, but may not be
limted to the foll ow ng:

- Advanced Project Managenent

- Construction of Facilities Managenent

- Construction of Facilities Best Practices
- I nternational Project Managenent

- Proj ect Leadership

- Proj ect Managenent

- Forum of Master Project Managers

- Proj ect Managenent Shared Experiences Program
- Program Managenent

- Strategi c Aspects of Project Leadership

- Systens Engi neering

- Technol ogy Transfer and Commerci alization
- Tool s and Techni ques

5.8.1 Once the call letter is received from Code FT, CD20
distributes a call letter for the entire year to al

adm ni strative officers at MSFC via electronic mail. CD20
sends a quarterly electronic mail rem nder to the

adm ni strative officers approximtely 4-6 weeks prior to
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Headquarters deadlines for the nom nations to be received in
CD20.

5.8.2 Nom nations are submtted to CD20 on an MSFC Form 4280,
NASA Acadeny of Program and Project Leadership and NASA
Engi neering Training Participant Nom nation Form

5.8.3 1In the order received, CD20 reviews the MSFC Form 4280
and verifies that each interested participant neets
qualifications for the prograns |isted on the Headquarters
call. When it is necessary to prioritize nom nations, CD20
will refer the nomnations to the MSFC Project Managenent
Board or the Systenms Managenent Office (SMO). The allocation
i's approved by CD20 and each MSFC Form 4280 is then forwarded
to a designated |ogistics coordi nator at NASA Headquarters.
Thi s coordinator then contacts the individual to confirm

att endance and provi des additional information about the
program | ogi stics.

5.8.4 Travel is paid by NASA/ MSFC and travel orders are
conpleted by the participant’s organi zati on. The cost of the
training program neals, and | odging, is sponsored by NASA
Headquarters.

5.9 NASA Project Managenent Devel opnent Process (PNMDP)

Thi s Agency process provides prospective NASA Program Project
Managers and individuals in the project managenent community
with a description of desired conpetencies, recomended

knowl edge/skills levels, suggested devel opnental experiences,
and avail able training activities designed to enhance
successful project results for NASA.

5.9.1 CD20 coordinates this process for NASA/ MSFC. All

i nterested enpl oyees are encouraged to becone part of this
four-level process. Level 1 of this process is typically for
team menbers who are at the beginning stages of their career
and primarily work on small portions of |arger projects.

Level 2 is typically for the subsystem manager and is for the
enpl oyee who has established a solid base of technical
expertise, working independently and managi ng definite
portions of projects. Level 3 will usually be a system
manager who nmanages | arger portions and has the responsibility
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for problem solving and devel opi ng ot her enpl oyees. Level 4
is typically a program manager who serves as a | eader and
pronmoter for entire projects and prograns of the organization
as a whol e.

5.9.2 An enployee interested in enrolling in the
Program Proj ect Managenent Devel opnent Process (PVDP) shoul d:

5.9.2.1 Contact the PMDP Coordinator in the Center’s Training
O fice after reviewng PVDP materials with their

manager/ supervi sor. These materials include the PVDP Wl |
Chart, the NASA APPL Honepage, the PMDP Handbook (| ocated at
http://appl.nasa.gov) and Center PM requirenents.

5.9.2.2 ldentify a mentor who will guide and support the
devel opnent process.

5.9.2.3 Determne PVMDP target |evel of devel opnent and
conplete an IDP to achi eve conpetencies for the chosen |evel
usi ng the Conpetency Worksheet in the PVMDP Handbook.

5.9.2.4 CObtain approval of their Individual Devel opment Pl an
fromtheir manager/ nentor and CD20, inplenent the

devel opnental plan, and docunent their progress. Periodically
review the IDP with their manager for potential adjustnents.

5.9.2.5 Create an individual Portfolio docunmenting
experiences and evi dence of conpetency achievenent. The
Portfolio should contain:

a. Conpleted Conpetency Worksheet for the PMDP | evel being
applied for, docunenting how capability has been achi eved.

b. A copy of the current |DP docunenting devel opnental gaps
and actions to inprove.

c. Performance eval uations, awards, and ot her comrendati ons.
d. One page success stories from past and current projects
docunenti ng:

- Specific problens and chal |l enges.

- Uni que experience gained in the project.

- Concrete actions taken to address problenms and chal | enges.
- Resul ts and | essons | earned.
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- Materials to support success stories (products, services,
eval uati ons, and other records docunenting success).

- Goal statenent outlining personal and organi zati onal
targets.

- Submt conpleted Portfolio to manager/ mentor and CD20 for
revi ew and endor senent.

5.9.3 The CD20 PVMDP Coordinator will process the Portfolio
for verification and vali dati on.

5.9.4 Upon acceptance by Headquarters, NASA Certification
will be forwarded to the Center.

5.10 NASA Engi neering Training (NET)

NASA Headquarters Code FT distributes a quarterly call for
upcom ng programs. These prograns include, but may not be
limted to the foll ow ng:

- Aeronauti cs

- Engi neering Certificate Program (MSFC participants only)
- Earth Sci ence

- Human Expl orati on and Devel opnent of Space
- Manuf acturi ng and Assenbly Design

- Manuf acturing of Space Hardware

- NASA System Desi gn Col | oqui um

- System Requi renents

- Syst em Desi gn

- Space Sci ence

- Sof tware Process | nprovenent

- Topi cs i n Engineering

5.10.1 Once the call letter is received from Code FT, CD20
distributes a call letter for the entire year to all

adm nistrative officers at MSFC via electronic mail. CD20
sends a quarterly electronic mail rem nder to the

adm ni strative officers approximtely 4-6 weeks prior to
Headquarters deadlines for the nom nations to be received in
CD20.
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5.10.2 Nominations are submtted to CD20 on an MSFC Form
4280. CD20 reviews the MSFC Form 4280 and verifies that each
interested participant neets the qualifications to the
prograns |listed on the HQ call and prepares equitable

al l ocations to each submtting organi zati on based on the total
nunber of attendees MSFC can send to each program

5.10.3 The allocation is approved by CD20, and each MSFC Form
4280 is then forwarded to a designated |ogistics coordinator

at NASA Headquarters. This coordinator then contacts the

i ndividual to confirm attendance and provi des attendees with
addi tional information about program | ogistics.

5.10.4 Travel is paid by NASA Marshall and travel orders are
conpleted by the participant’s organi zation. The cost of the
training programis paid by NASA Headquarters. Lodgi ng and
neal s are al so paid by NASA Headquarters for severa
residential courses offered during the year.

6. NOTES

None.

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None.

8. APPENDI CES, DATA, REPORTS, AND FORMS

MSFC Form 3702-1 Nom nation for Executive Devel opnent
Progr ans
MSFC Form 3611 Checkl i st for Honorary Awards,
Fel | owshi ps, O her Prograns
NASA Form 1591 NASA Fel | owshi p Nom nati on Form
MSFC Form 4280 NASA Acadeny of Program and Project

Leader shi p and NASA Engi neeri ng
Training Participant Nom nation Form

9. RECORDS

9.1 MSFC Form 3702-1 will be retained for 5 years and
destroyed.
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9.2 MSFC Form 3611 will be retained for 5 years and
destroyed.

9.3 NASA Form 1591 NASA Fell owshi p Nom nation Formw || be
retained for 5 years and destroyed.

9.4 MSFC Form 4280 will be retained for 5 years and
destroyed.

10. TOOLS, EQUI PMENT, AND MATERI ALS

10.1 Acadeny of Program and Project Leadership tools and
mat erials are avail able on-line at:
www. appl . nasa. gov

10.2 OPMinformation is found at:
www, | eader shi p. opm gov

10.3 Brookings Institution information is found at:
www. br ooki ngs. edu

10.4 NASA Leadershi p and Managenent Devel opnment Program
i nformation, Fellowship Information, and NASA Prof essi onal
Devel opment Information is found at:

http:// nasapeopl e. nasa. gov/training

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None.

12. FLOW DI AGRAM

None.
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